Guidelines for Students Requesting Letters of Recommendation from Dr. Liben
If you'd like me to write a letter of recommendation for you for graduate school, summer research or internship opportunities, fellowships, or jobs, these are some guidelines that should help both of us.

First, please send me an e-mail explaining what you are applying to do, and, if it’s been a while since I’ve seen you, remind me what class you took with me or something about your work in the lab. It would be helpful for you to give me information about whether you are on campus and if so, what days and times you are available in case I want to suggest a meeting. Assuming you already have your plans set (e.g., you already know to which schools you are applying), I would also like you to e-mail the information below before we meet. (If you need advice about programs or careers, we will probably want to meet first.) 
Before I can write a letter, I will need:

Information about you:  

1. The class(es) you took from me and when.  I’d appreciate any highlights that will jog my memory and that I might mention in my letter (e.g., the topic of one or more of the major assignments, class presentations, what projects you worked on in the lab, etc.) 
2. An unofficial transcript

3. A résumé. 
4. A draft of your personal statement, essay, or whatever you are including in your application. (I don’t need every one, just a prototypical one.) 
5. Any hints on points you think would be particularly helpful for me to include in my letter. I don’t promise to include them, but your suggestions are likely to be helpful, particularly if you know what the employer/graduate program is particularly interested in, and you think you have some relevant strengths that would be useful to mention.
Information about the program or job: 
1. Please explain what you are applying to do. If it is a graduate program in an area of psychology, I need no additional information (although if there is a particular focus of the work you hope to do, please tell me about it). If it is another kind of program or a job, fellowship, internship, please explain what is involved.

2. If you are applying for more than one type of program, please prepare separate groups of materials for each so I can send appropriate letters. 

Information I will need to send my letters: 
1. First, please limit your requests to no more than about 6-8!  If you have a really strong reason for more, I will listen, but it is really difficult to handle so many requests from so many people during letter-writing season! 

2. For hard copy forms and electronic ones when possible, please fill out as much information as you can (e.g., your name, my name, my address, the program; remember to sign the waiver if you mean to do so). 
3. Please give me a month’s warning before your first deadline! These are very time consuming to write, and I am trying to handle requests from many undergraduate, graduate students, and other colleagues usually at about the same time. 
4. Please send me an e-mail starting two weeks before your first deadline and again a week before until I respond saying that the letters are finished. 


5. Please send me an electronic copy of a summary table listing all places that need letters.  I would also appreciate a hard copy.  Please try to prepare it after you know all the places you will need letters.  However, please DATE the table so that if you must later send any revisions, I will know which is the most recent version. Please see a table template on the last page. The table should include:
a. Due date (sort the table so earliest deadlines are first!).
b. Instructions for submitting the letter (URL for electronic submission, mailing address for paper submission, email address, or statement that the school will be emailing a request). Note: if the request is electronic and doesn’t go out to me until you have completed your application, please be sure to submit your own application in plenty of time so I don’t end up with a last-minute, urgent request from the school!  Because of travel, meetings, connectivity issues, and other reasons, I simply may be unable to get in a letter under those circumstances. 
c. Please give me an addressed, stamped envelope attached to any forms that I have to fill out. If possible, I’d prefer envelopes I don’t have to lick! For any envelopes that are to be sent to you (with my signature on the back flap) remember to write the school name on the envelope (so you don’t end up sending a letter to School A that is addressed to School B!)

Follow up
I’m interested in what happens!  Please send me a quick note to let me know when you hear from schools or employers and let me know where you end up going.  

Thanks, and good luck!
	Student Name:

	Today’s Date:

	

	
	Application Due Date
	School Name
	Instructions for Submitting Letter (e.g., electronic, paper submission, email)
	URL; Mailing Address for Submission; OR email request
	Attached stamped/addressed envelope & forms? (Yes/NA)

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	


